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CHAPTER I 
INTRODUCTION 
One of the criticisms freqµently leveled against vocational educa-
tion in recent years involves the lack of valid data which depicts what 
is or is not being accomplished. 
Increased emphasis upon accountability has created a need to 
collect reliable data to document accomplishments. This documentation 
is frequently dependent upon data gathered from classroom teachers. 
Usually this information is collected using a questionnaire or standard 
form request. Often state level administrators spend as much time 
getting teachers to respond to a request as they do in tabulation and 
analysis of the data and in reporting the findings. Vocational educa-
tion teachers often do not realize the importance of the data and may 
view it as a nuisance that takes time away from what is considered the 
more important functions of classroom instruction. 
Statement of the Problem 
Several studies have been done to determine ways to increase the 
response rate to mail questionnaires. However, the literature does 
not reflect any studies with emphasis on timing of the request. 
The State Department of Vocational and Technical Education needs a 
considerable amount of data from trade and industrial education teachers 
to prepare reports for other state and federal agencies. The resources 
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e:x:pended in collecting this data are of considerable concern. Failure 
to receive the information could affect future program approval, fund-
ing levels, teacher certification, and program accountability. 
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The problem: is there an optimum time to request information from 
trade and industrial teachers in.order to receive the highest response? 
Need for the Study 
If the study indeed shows a difference in the response rates when 
requested at different times of the year, then individuals responsible 
for gathering data could take these differences into consideration when 
collecting data in the future. 
Purpose of the Study 
The purpose of this study is to determine if there is a difference 
in the response rates to a questionnaire from trade and industrial 
education teachers in Oklahoma when the questionnaire is transmitted 
at different times during the school year. 
Research Questions 
The specific questions with which this study deals are: 
l, Does the month of the year in which the request was made affect 
the return rate of a mailed questionnaire? 
2. Is there a difference in the response rates between the first, 
second, third, and fourth week after the request is made? 
3. Does the trade specialty of the teacher affect the response 
rate of a mailed questionnaire? 
4. Is there a difference in the response rate from the teachers 
who work in different types of schools? 
5. Does the subject's length of time in teaching affect the 
response rate to a mailed questionnaire? 
6. Is there a difference in the response rates to a mailed 
questionnaire between the education levels of the teachers? 
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CHAPTER II 
REVIEW OF THE LITERATURE 
The Need for the Study 
Low response rates to requests for information or data have plagued 
educational administrators and researchers for many years. Recently 
when education at all levels has been held more accountable for its pro-
duct the problem of gathering data and information has become even more 
critical. As a result many studies have been conducted to identify 
procedures and techniques which can be used to improve return rates of 
mailed questionnaires. Robinson (1956) identified several procedures 
which increased return rates. Among them were: 
(1) white area on the questionnaire form; 
(2) requesting the participation of participants prior to 
mailing of the instrument; 
(3) type of transmittal letter (professional vs. personal); 
(4) follow-up letters to non-respondents; 
(5) stamped, self-addressed return envelopes; and 
(6) incentives. 
While these procedures have had a definite positive effect on 
return rates, there appears to be no research in the education field 
as to when an inquiry can be most effectively made. 
4 
5 
Previous Research 
The mail order marketing industry has completed much research on 
how to obtain the maximum return on their mail order advertising and 
marketing efforts. Responses to their mailings can be the difference 
between profit and loss in their businesses.. Vahle (undated) reports 
on the use of color on billboards, posters, displays and brochure adver-
tising. Its effect upon people of differing age groups, of differing 
education levels and the color of an individuals eyes were examined. 
He reports that farmers react more favorably to the color green in 
the late fall and winter months when the natural colors of summer are 
not present and to·red (the complimentary color of green) during the 
spring and sununer. 
Wolf (undated) and Passavant (1972) both report a significant 
difference in returns to mailed advertising at differing times of 
the year. Wolf surveyed forty direct response users throughout the 
United States and found January to yield the greatest returns and June 
to produce the least returns, with the month of June to yield only 68 
percent of the January responses. The month by month results that 
Wolf observed were: 
Percentage 
Month of Response 
January 100.0 
February 96 .3 
March 70.0 
April 71. 5 
May 72.0 
June 68.0 
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Percentage 
Month of Response· 
July 73.3 
August 84.8 
September 79 .o 
October 89. 9 
November 80.0 
December 74.0 
(How _!£ Read: February response was found to be 96. 3 percent of the 
response obtained in January.) 
Wilhoit (1975) conducted a study in Oklahoma schools which involved 
four mailings in November, January, February and April. He reported 
return rates of 91.l percent, 85.7 percent, 88.6 percent and 74.3 per-
cent respectively. These results would seem to indicate that the end 
of the school year is a particularly bad time to request data from 
teachers. Wilhoit also observed that some researchers avoid holiday 
and vacation periods in the belief that return rates would be low at 
those times. He did not however report any specific evidence to that 
effect. This belief does seem to be supported somewhat by the findings 
of Wolf previously reported. 
The methods used to transmit a questionnaire can.have a positive 
effect on the return rate. Tinnell (1975) had 171 task inventory 
questionnaires distributed to that number of Oklahoma teachers by 
their director or dean. The directors (or deans) then collected the 
questionnaires and returned them. Using this technique 134 (80.7 
percent) usable questionnaires were recovered. Wilhoit then used 
Tinnell's 134 returns to define his study population and transmitted 
his instruments through the same directors (or deans). Inasmuch as 
Wilhoit's average return was 84.9 percent, it would seem that this 
method of collection is comparable to those of Wolf which averaged 
79.8 percent. 
Because the various methods of achieving increased return rates 
do seem to be effective, one could conclude that they should not be 
used if the effect of time--of-transmittal is to be examined. In other 
words these techniques for increasing return rates become factors to 
be controlled in a time-of-transmittal study. 
Return Intervals 
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Baur (1947-48), Lawson (1949), and Manfield (1948) examined the 
question: "How long should one wait for a questionnaire to be returned?" 
Robinson and Agi'sm· (1951) summarizing these studies reported that a 
researcher can reasonably expect to have received 50 percent of the 
returns to a mailed questionnaire during the first week, 90 percent 
within two weeks and 98 percent within three weeks. Many researchers 
seem to be aware of this situation in that one month is frequently used 
as the "Open Return Period." Tinnell and Wilhoit both used one month 
periods with seemingly satisfactory results. 
Summary 
In summary, the literature reveals little which deals with the 
specific problem of when is the bes.t time to send questionnaires to 
teachers. There is however considerable research into methods of 
increasing the return rate of mailed questionnaires. Employing the 
various methods of increasing returns seems to typically yield a 
return rate of approximately 80 percent.· 
From three weeks to one month seems to be the generally accepted 
length of time one should allow for returns to come in before taking 
further recovery action. 
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CHAPTER III 
METHODOLOGY 
The purpose of this study is to determine if there is a difference 
in the response rates to a questionnaire from trade and industrial educa-
tion teachers in Oklahoma when the questionnaire is transmitted at 
different times during the school year.· In pursuing this purpose the 
following methodology was employed. 
Assumptions 
1. It was assumed that teachers would in fact return a seemingly 
meaningful questionnaire if they have an opportunity to com-
plete it. 
2. It was assumed that a teacher's work load varies from time 
to time during the school year resulting in a varying oppor-
tunity to complete questionnaires. 
3. Based on assumptions one and two above, it was further assumed 
that because of varying return rates from month to month, there 
would exist one or more months which would be better than others 
as far as collecting questionnaire data from teachers is 
concerned. 
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Selection of Population 
Trade and industrial education teachers in.Oklahoma were selected 
to study because of their wide varying backgrounds. Their highest 
educational attainment ranges from high school to a masters degree 
plus some additional graduate work, they teach in twenty-seven 
different occupations, they range from less than one year to over 
thirty years teaching experience, and they all have at least three 
years work experience in business or industry in the fields in which 
they teach. 
Selection of the Instrument 
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The instrument selected for use in this study was a 200-item task 
inventory for occupational teachers developed by Tinnell (1975) and 
employed by Wilhoit (1975). It was felt that this instrument which 
requires approximately one hour to complete would be sufficiently long 
to require substantial attention on the part of the respondents but would 
not be so long as to completely discourage completion. The instrument 
involves skills directly related to the respondent's employment and 
would, therefore, seem to be meaningful to the respondents. A copy 
of the instrument is contained in Appendix A. 
I 
Collection of Data 
The selected respondents were divided into nine approximately 
equal sized groups using a table of random numbers. The actual process 
used was to randomly choose one ninth of the population each month 
between September, 1975 and May, 1976. Instruments were mailed to 
each group so chosen on the Saturday preceding the first Monday of 
each month, 
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The instruments were sent with prepaid return postage and were 
imprinted with the return address. A cover letter accompanied each 
instrument asking the respondentts cooperation in completing the inven-
tory. The instruments were mailed directly to the individual respon-
dents at their school address. No attempt was made to increase the 
rate of return with incentives, professional pressure or follow-up. 
Since the researcher was personally acquainted with many of the sub-
jects of the study, it was decided to make the request from someone 
who was not as well known in order to reduce bias in the study. A 
copy of the transmittal letter is contained in Appendix B. 
Analysis of Data 
As the instruments were returned they were dated and examined 
for selected data items. The data examined were: 
1. The occupational specialty of the respondent, 
2. The number of years of teaching experience, 
3. The type of school where employed, 
4. The highest educational level of the respondent. 
The data were then summarized as follows: 
1. Return percentages were calculated for the total requests. 
2. Return percentages were calculated for each month. 
3. Return percentages were calculated for returns received in 
the first, second, and third week as well as for those over 
three weeks. 
4. The occupational specialties were grouped into seven 
categories: 
(1) construction trades, 
(2) metal fabrication trades, 
(3) electronics trades, 
(4) graphics trades, 
(5) industrial cooperative trades, 
(6) mechanical trades, and 
(7) other trades. 
Return percentages were calculated for the groups. 
5. The types of schools were grouped by: 
(1) comprehensive high schools, and 
(2) area vocational-technical schools. 
Return percentages were then calculated for the groups. 
6. The years of teaching experience were grouped according to: 
(1) under three years, and 
(2) over three years. 
Return percentages were calculated for the groups. 
7. Educational level was divided into three groups: 
(1) less than Bachelors degree; 
(2) Bachelors degree, and 
(3) Masters degree. 
Return percentages were then calculated for each group. 
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The results of these analysis procedures are reported in Chapter IVo 
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Limitations 
This study was limited to trade and industrial teachers in Oklahoma. 
No generalization is made or inferred for other groups of subjects. 
This study was also limited by the fact that no data was collected 
during June, July or August. However, it was felt that inasmuch as 
the schools involved are not generally in operation during these months, 
this limitation would not be overly restrictive. 
Data for this study were collected during the 1975-76 school year. 
The results may have been influenced by the school calendar or other 
factors which are subject to change on a year-to-year basis. 
CHAPTER IV 
RESULTS 
The purpose of this study was to determine if there was a difference 
in the return rates of a questionnaire from trade and industrial educa-
tion teachers in Oklahoma when requested at different times during the 
year. 
The subjects of this study represented 120 public high schools and 
24 area vocational-technical schools. The 511 trade and industrial 
education teachers in Oklahoma were asked to complete the task inventory 
analysis during the fiscal 1976 school year. Examination of the returns 
revealed three not completed. These three were deleted from the study 
leaving a total of 508 requests. The total responses from the nine 
mailing lists were 208 or 40.9 percent leaving 300 or 59.1 percent 
non-respondents. Figure 1 is a graphic and tabular presentation of 
the total responses. 
60 No. % 
.µ 50 A - 208 40.9 - Respondents 
m 40 B - 300 59.1 - Nonrespondents tJ 
1-1 
Qj 30 508 100.0 - TOTAL Pol 
20 
A B 
Figure 1. Percentages of Total Respondents and Nonrespondents 
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Examination of the responses by the month reveals the month of April 
as the highest return rate of 32 or 56.14 percent and November and March 
as the lowest return rate of 16 each or 28.07 percent. The return rates 
for the other six months were approximately the same varying from 40.35 
percent in February to 44.64 percent in January. Figure 2 represents 
the percentages returned each month. 
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Figure 2. Percentage Return by Month 
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There were a total of 208 teachers who returned the questionnaire. 
Forty-eight or 23.07 percent were returned the first week, 77 or 37.01 
percent were returned during the second week, 61 or 29.32 percent were 
returned during the third week and 22 or 10.57 percent were returned 
after the third week. Figure 3 illustrates the total returns on a 
weekly basis. 
so 
i:: 40 1-1 
;:l 
.µ -
Week Returns 
Returned , Number Percent 
~ 1 48 23.07 
4-l 30 
0 - 2 77 37.01 
.µ 
i:: - 3 61 29.32 
Q) 20 CJ 
1-1 4+ 22 10.57 
Q) 
Pol Total 208 99.97 
10 
r--
0 
1 2 3 4 
Time in Weeks 
Figure 3. Total Responses by Week 
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Analysis of the return rates by job cluster reveals a seven point 
spread in the percentage points, metal fabrication was low with 36 per-
cent and electronics was high with 43 percent with the exclusion of the 
Industrial Cooperative Training (ICT) group. This group had an 
exceptionally high return rate of 71.4 percent. Figure 4 represents 
the response rates by trade clusters. 
80 Trade Total Returns 
Cluster Teachers No. % 
j:j 70 
H Construction 113 42 37.16 ;:l 
~ 60 Metals 61 22 36.06 
p::: Elec}ronics 28 12 42.85 
4-1 50 
0 Graphics 47 19 40.43 
.i-J ICT 35 25 71.43 
~ 40 Mechanics 140 54 38.57 
CJ Other 84 34 40.47 H 
(!) 30 
P-1 
20 
~ ti) ti) ti) H ti) H 
0 r-1 CJ CJ u CJ (!) 
•.-! ell •.-! •.-! H •.-! ...c 
.i-J .i-J ~ ...c ~ .i-J CJ ~ 0 P-t 0 ;:l H ell 
'fl H .i-J H 
.i-J CJ 0 (!) 
ti) (!) ::<: l::l r-1 
0 r..:i 
u 
Figure 4. Total Responses by Trade Cluster 
18 
There were 233 teachers in the comprehensive high schools and 
275 teachers in the are& vocational-technical schools. The comprehen-
sive high school teachers returned 102 or 43.77 percent of the question-
naires and the area vocational-technical school teachers returned 106 or 
38.54 percent. Figure 5 is a comparison of the comprehensive high school 
returns to the area vocational-technical school returns. 
i:::: j..j 
::l 
.µ 
Q) 
p::: 
4-l 
0 
.µ 
m 
CJ 
j..j 
Q) 
p., 
50 
40 
30 
20 
Comprehensive 
Schools 
Figure 5. 
-
Area 
Schools 
Comprehensive 
Schools 
Area 
Schools 
Total 
Teachers 
233 
275 
Total Responses by Types of School 
Returns 
No. % 
102 43. 77 
106 38.54 
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A comparison was made between the response rates and the number 
of years the teacher has been in the education profession. There were 
138 teachers with less than three years teaching experience and 370 
teachers with more than three years teaching experience. The less 
experienced teachers had a return of 68 or 49.27 percent, while the 
more experienced teachers returned 140 or 37.83 percent. Figure 6 
depicts the comparison of the less experienced teacher return rate 
to the more experienced teacher return rate. 
60 
Total Returns 
i:: 50 Teachers Number Percent H 
-;::l 
.µ 
<3 ~ Years 138 68 49.27 
4-1 40 
0 
>3 .µ 
i:: Years 370 140 37.83 Q) 30 (.) 
l-1 
(]) 
P-1 
20 
<3 '.>3 
Years Years 
Figure 6. Total Responses by Teaching Experience 
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Of the 508 teachers surveyed, 197 had less than a Bachelors degree, 
181 had a Bachelors degree and 130 h~d a Masters degree. Analysis of 
the data revealed 68 or 34.51 percent returns from the group with less 
than a Bachelors degree, 70 or 38.67 from the Bachelors degree group and 
70 or 53.84 percent from the Masters degree group. Figure 7 illustrates 
the response rate by the three groups. 
70 Total Returns 
Teachers No. % 
60 
s::: >Bachelors 197 68 34.51 1-1 
;:l Bachelors 181 70 38.67 
.µ 
Q) 50 Masters 130 70 53.84 IZ 
4-1 
0 
.µ 40 
s::: Q) 
u 
1-1 
Q) 
p.., 30 
20 
> 
Bachelors Bachelors Masters 
Figure 7. Total Response Rate by Education Level 
21 
There were 197 non-degree teachers surveyed in the study. Of this 
group, 114 were tenured or had more than three years teaching experience 
and 83 were non-tenured or had less than three years teaching experience. 
The tenured teachers returned 35 questionnaires or 30.7 percent while 
the non-tenured teachers returned 33 or 39.7 percent of the question-
naires. Figure 8 is a comparison of the rate of return of the non-
degree tenured teachers to the non-degree non-tenured teachers. 
50 
Number Returns 
i::: Teachers No. % 
1-l 40 ::l 
.µ Tenured 114 35 30.7 ~ 
~ 30 Non-Tenured . 83 33 39.7 0 
.µ Total 197 68 34.5 
~ 
() 20 l>-l 
Q) 
P-< 
10 
Tenured Non-Tenured 
Figure 8. Response Rates of Non-Degree Tenured and Non-Tenured Teachers 
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There were 311 degree teachers surveyed in this study of which 
252 were tenured and 59 were non-tenured. The tenured teachers returned 
98 or 38.8 percent of the questionnaires and 42 or 71.2 percent of the 
non-tenured teachers returned questionnaires. Figure 9 is a comparison 
of the return rate of the tenured degree teachers and the non-tenured 
degree teachers. 
80 
70 
60 Total Returns 
'· Teachers No. % i:: 
>-i 
;::l 
.µ Tenured 252 98 38.8 Q) 50 p::: 
4-l Non-Tenured 59 42 71. 8 
0 
.µ 40 Total 311 140 45.0 i:: 
Q) 
--u 
>-i 
Q) 
p., 30 
20 
10 
Tenured Non-Tenured 
Figure 9. Response Rates of Degree Tenured and Non-Tenured Teachers 
CHAPTER V 
SUMMARY, CONCLUSIONS AND RECOMMENDATIONS 
Summary 
The purpose of this study was to determine if there is a difference 
in the response rates to a questionnaire from trade and industrial educa-
tion teachers in Oklahoma when the questionnaire is transmitted at dif-
ferent times during the school year. In addition to the question three 
assumptions were made; they were: 
1. Teachers will, in fact, return a seemingly meaningful 
questionnaire if they have an opportunity to complete it. 
2. Teachers' work loads vary from time to time during the school 
year resulting in a varying opportunity to complete question-
naires. 
3. Because of varying return rates from month to month, there 
would exist one or more months which would be better than 
others as far as collecting questionnaire data from teachers 
is concerned. 
The teachers in all of the approved trade and industrial programs 
in Oklahoma were randomly divided into nine mailing groups. On the 
Saturday preceding the first Monday of each month one group was mailed 
a task inventory questionnaire, they were asked to complete the inven-
tory and return it in the pre-addressed, stamped envelope. When the 
inventory was returned it was dated and analyzed by trade cluster, 
23 
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education level of the teacher, type school, time in teaching profession 
and time in which it was returned. 
Of the 511 original requests, three were deleted from the study 
because they were no longer classroom teachers. The remaining 508 
yielded a total of 208 returns or 40.9 percent. 
Findings and Conclusions 
The April requests produced 32 returns for 56.14 percent, November 
and March each had 16 returns for 28.07 percenL The responses to the 
requests in September, October, December, January, February and May 
generated approximately equal returns ranging from 40.38 percent to 
44.64 percent and averaging 42.73 percent. 
During the year of this study the Vocational Industrial Clubs of 
America statewide skill olympics contest was held during the month of 
April. Prior to this contest, most of the teachers are very busy pre-
paring students for the contest. Wilhoit reported that certain times 
of the year when people seemingly have extra curricular activities 
would not be a time to expect favorable responses. His conclusion 
seems to be supported by the results of this study. 
The high response rate for the month of April came as a surprise 
to this author. 
There is considerable difference in the· percentage of returns by 
the month reported herein and Wolf's findings. January was the highest 
response rate to the mail marketing study but yielded only average return 
of trade and industrial education teachers. The April mailing produced 
the highest return rate of the trade and industrial education teachers 
but considerably below the average response rate in the mail marketing 
study. 
25 
These differences are understandable in that the respondents were 
of different make up and the method of responding was completely differ-
ent. The respondents of this study were asked to give information about 
their jobs and respondents in Wolf's study were asked to purchase goods 
or services. 
There is evidence to support the notion that different groups of 
people will respond to a request at a more favorable rate when requested 
to do so at different times of the year. 
Analysis of the returns on a weekly basis reveals that 23 percent of 
the returns were received during the first week, 36 percent during the 
second week, 39.32 percent during· the".third week, and only 10.,?7 percent 
were returned after the third week. 
Robinson summarized several studies as achieving approximately 60 
percent of total returns within two weeks after a request was made. The 
findings in this study seem to support those of Robinson. 
The analysis by trade cluster reveals a return rate approximately 
equal in all clusters varying from 36 percent to 42.85 percent with 
the exception of the Industrial Cooperative Training (ICT) teachers. 
Of this group, 71.4 percent returned the instrument. There are at 
least two possible reasons for the high response for this group: 
1. They do considerably more paper work in the process of their 
jobs in that they make training agreements for each student 
with an employer and they make reports on the student's 
progress and problems after each visit to a training 
station. 
2. The very nature of the day-to-day activities of their group 
provides them with more time to respond to this type of 
request. 
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The teachers in all other trade cluster groups spend six hours each 
day in classroom or shop instruction and the.ICT teachers conduct classes 
two hours each day, the· remainder of the day is devoted to coordinating 
students and employers at the work station, preparation of lessons and 
other activities they deem important. It should also be noted that 
nearly all of the ICT teachers hold a Masters degree. Data presented in 
Chapter IV reveal that the teachers with the greater amount of college 
work responded at a higher rate. 
There was only a very small percentage (5.23 percent) difference 
between the responses from the comprehensive high schools and the area 
vocational-technical schools. The comprehensive high schools were 
slightly higher. 
Possible reasons for this difference are: 
1. The average education level of the teachers in the comprehensive 
schools is higher than the area schools. 
2. The area vocational-technical schools are a relatively new type 
of educational institution and these teachers have been bom-
barded with different studies. They possibly react differently 
as this number of requests increases. 
A comparison was made between the response rates and the number of 
years teaching experience of the respondent. Forty-nine percent of the 
teachers with less tha~ three years experience responded while only 37.8 
percent of .the more experienced teachers responded. 
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Based on these results one could conclude that the teacher with 
less experience is more inclined to respond to a questionnaire. It may 
be that the younger teacher having had less time to become involved in 
a variety of activities is. in a better position timewise to respond to 
questionnaires than is the older teacher. 
There were 197 non-degree teachers surveyed in the study. Of this 
group, 114 were tenured and 83 were non-tenured. Of the non-tenured 
teachers, 39.7 percent responded and only 30.7 percent of the tenured 
teachers surveyed responded. 
It is possible the tenured teachers are more secure in their jobs 
and therefore feel they can exercise more discretion in whether or not 
to return a questionnaire. The non-tenured teachers because of less 
job security may feel more compelled to respond. 
There were 311 degree teachers surveyed of which 252 were tenured 
and 59 were non-tenured. Ninety-eight of the 252 tenured teachers 
responded for 38.8 percent, while 42 of the 59 non-tenured teachers 
responded for 71.2 percent. 
This response also supports the conclusion given above. 
This author is personally acquainted with many of the teachers 
surveyed in the study. Therefore in order to reduce the possibility 
of biasing the study, all correspondence was between the individual 
subjects and a less familiar individual (Dr. Tinnell). 
One subject who was on the September mailing list enrolled in a 
course at Oklahoma State University. The subject learned that Dr. 
Tinnell was teaching the course after he attended the .first class in 
late January. The teacher completed the task inventory analysis and 
returned it to Dr. Tinnell within one week of his first class meeting. 
Although there is no conclusive evidence that it was the only reason 
it was returned, it is apparent that the personal acquaintance was 
influential in the subject's actions. 
Recommendations 
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1. All future mailed requests to the trade and industrial teachers 
in Oklahoma be made during the early part of April if it is 
not necessary to have the data at other times during the year. 
2. Administrators requesting information by mail from the subjects 
of this study should avoid making such requests during the 
months of March and November if it is at all possible. 
3. Researchers or administrators making mail requests should use 
techniques to increase responses as identified on page 4 of 
this study when they are practical and feasible. 
4. The data collected through the task inventory analysis employed 
in this study should be analyzed and made available to trade 
and industrial education teacher educators. 
5. Future studies being made to determine response rates should 
be broadened to include all vocational education teachers. 
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APPENDIX A 
THE INSTRUMENT 
30 
A TA~"K 
INVENTORY 
Occupational Education moving forward 
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PURPOSE OF THE INVENTORY 
TRIS TASK INVENTORY IS DESIGNED TO HELP IDENTIFY THE KINDS OF 
TASKS THAT TEACHERS DO ON THEIR JOBS .AND THE RELATIVE TIME THEY 
IPEND DOING THEM. SUCH INFORMATION CAN BE VERY HELPFUL IN PLANNING 
ULEV.ANT TEACHER EDUCATION PROGRAMS. 
GENERAL INSTRUCTIONS 
COMPLETING THE INVENTORY FORM IS VERY EASY .AND IT REQUIRES ABOUT 
ONE-HALF HOUR TO DO. FIRST FILL IN THE PROFESSIONAL INFORMATION REQUESTED 
ON PAGE TWO. THEN READ THE INSTRUCTIONS AND EXAMINE THE EXAMPLE ON 
PA~ THREE. THE INSTRUCTIONS WILL TELL YOU HOW TO PROCEED WITH THE 
REMAINDER OF THE INVENTORY. 
LASTLY, PLEASE RETURN THE WHOLE BOOKLET PROMPTJ,Y. 
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PROFESSIONAL INFORl'fATION 
HOW MANY YEARS HAVE YOU TAUGHT IN YOUR PRESENT POSITION?-------
HOW MANY TOTAL YEARS HAVE YOU TAUGHT. ______________ _ 
CHECK THE TYPE OF INSTITUTION THAT YOU WORK FOR: 
JR. HIGH (OR MIDDLE) SCHOOL D POST SECONDARY VOCATIONAL SCHOOL 
HIGH SCHOOL D TECHNICAL INSTITUTE 
AREA VOCATIONAL SCHOOL D COMMUNITY-JUNIOR COLLEGE 
PRIVATE VOCATIONAL SCHOOL D. 4 YEAR COLLEGE (OR UNIV.) 
CHECK ALL OF THE DEGREES THAT YOU HOLD AND GIVE THE MAJOR SUBJECTS 
MAJOR 
CERTIFICATE D 
ASSOCIATE 0 
BACHELORS D 
MASTERS D 
DOCTORATE D 
0 
D 
0 
0 
WHAT MAIN SUBJECT DO YOU TEACH? __________________ _ 
HOW MANY YEARS OF NON-TEACHING EXPERIENCE HAVE YOU HAD IN YOUR SPECIALITY?_ 
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INSTRUCTIONS FOR COMPLETING THE TASK INVENTORY 
CAREFULLY READ EACH OF THE TASK STATEMENTS AND PLACE A CHECK MARK (II') 
IN THE COLUMN LABELED CHECK FOR EACH TASK WHICH YOU PERFORM ON YOUR 
PRESENT JOB. 
AFTER CHECKING ALL THE TASKtj WHICH YOU PERFORM, RATE ONLY THE TASKS 
YOU HAVE CHECKED BY PLACING A CHECK MARK (v') IN nIE APPROPRIATE 
TIME SPENT COLUMN. 
TIME SPENT MEANS THE RELATIVE TIME YOU SPEND ON THE TASK YOU ARE 
RATING, COMPARED WITH THE TIME YOU SPEND ON OTiiER TASKS YOU DO. 
IT DOES NOT IMPLY THE IMPORTANCE OF THE TASK TO YOUR JOB. SOME 
VERY IMPORTANT TASKS TAKE LITTLE TIME WHILE SOME UNIMPORTANT ONES 
REQUIRE A LOT OF TIME. 
AT TiiE END OF THE BOOKLET WRITE IN AND RATE ANY TASKS YOU DO WHICH 
ARE NOT LISTED. 
EXAMPLE: 
OCCUPATIONAL EDUCATION TASK INVENTORY 
Listed below is a duty and tasks which it 
includes, check all tasks which you per-
form, then rate the tasks you have check- Check 
ed. 
(/) 
- DUTY-
PREPARING FOR INSTRUCTION If 
Done 
Compared to a typical 
task you do, rate the 
time'you spend on each 
task you checked. 
1. Very little time 
2. Less time 
3. About the same time 
4. More time 
5. Much more time 
Check (./) the 
appropriate column 
__ :_: _:_:_:_:_:_:_nfv_s_:_:_:-~-a-~:::,-::-r-nc-::-:c_e_d_u_r_e_s ____ h,""r""~"'i""~71' ll = •
.___:_: _:_:_:_:_:_:_::"'". _:_:_~_:_:_:_:_u_:_:_:_~-~-~-:·_:_:_t_:_:_:_:_::_i_:_i_l_e.i.;!,;,;C,;:;~::::~::::!:1t. ---'•1• 
Please rate by RELATIYE TIME SPEN~ rather than importance of task. 
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OCCUPATIONAL EDUCATION TASK INVENTORY 
~ist below any tasks you do which are not 
included in the booklet, then rate the 
tasks you have added. 
ADDITIONAL TASKS 
1. 
2. 
3. 
4. 
5. 
6. 
7. 
8. 
9. 
10. 
11. 
12. 
13. 
14. 
15. 
16. 
17. 
18. 
19. 
20. 
Compared to a typical 
task you do, rate tne 
time you spend on each 
task you list. 
1. Very little time 
2. Less time 
3. About the Sllllle time 
4. More time 
5. Much more time 
Check (./) the 
apptopriat~ column 
i 2 3 4 I 5 
Please rate by RELATIVE TIME SPENT rather than importance of task. 
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OCCUPATIONAL EDUCATION TASK INVENTORY 
Listed below is a duty and tasks which it 
includes, chtck all tasks which you per-
form, then rate the tasks you have check- Check 
ed. 
(I) 
- DUTY-
PREPARING FOR INSTRUCTION If 
Done 
TASKS 
1. Develop student safety procedures 
2. Identify library resources 
3. Identify resource persons II 
4. Identify terminal evaluative criteria 
S. Maintain an instructional materials file{(}/ 
6. Make duplicator masters 
7. Make visual aids 
8. Operate a duplicating machine 
9. Organize lesson plans 
10. Plan field trips 
11. Prepare lecture outlines 
12. Select course content 
13. Select student projects 
14. Select text books 
1--:-:-:~:-:-:-e-:-:~:-:-:-:-:-:-t-:-:-:-:-o·-n-s~~~~~~~~~-i;,t~I~ 
1--:-:-:~:-:-:-t-:_P_c-:-:-:-:-:-a-:-:-:-y-l-:-:u-s-:p-nm-:-:-j-te_c_t_i_v_e_s~~~-w.!il\ll 
19. Write laboratory exercises tit~l 
20. Write student handou~ sheets 
Compared to a typical 
task you do, rate the 
time you spend on each 
task you checked. 
1. Very little time 
2. Less time 
3. About the same time 
4. More time 
S. Much more time 
Check (./) the 
appropriate column 
Please rate by RELATIVE 1IME SPEN~ rather than importance of task. 
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OCCUPATIONAL EDUCATION TASK INVENTORY 
Listed below is a duty and taskS which it 
includes, check all tasks which you per-
form, then rate· the tasks you have check-
ed. 
- DUTY-
EXECUTING INSTRUCTION 
Check 
(/) 
If 
Done 
1---------TASKS.--------1~"'""'' 
1. Direct group discussions l~l~lI~ 
2. Direct prograDDDed instruction 
3. Direct student project work 
4. Employ oral questioning 
5. Give homework assignments 
6. Give lectures 
7. Present lessons through problem solving 
8. Pres~nt lessons using analogies 
9. Present lessons using audio tape 
10. Present lessons using filmstrips 
11. Present lessons using flip charts 
12. Present lessons u~ing models· 
1-1-1:-. -:-:-:-:-:-:-:-:-:-:-:-:-:-:-:-:-:'-:-:-:-:-:-:-:-:-:-:-:-:-e_s __ -l:'~i!':'I: 
15. Present lessons with a chalkboard 
16. Present lessons with motion pictures 
17. Present lessons with overhead projector 
18. Present lessons by demonstration 
19. Supervise student laboratory work 
20. Supervise student field trips 
Compared to a typical 
task you do; rate the 
time·you spend on each 
task yo~ checked. 
1. Very little time 
2. Less time 
3. About the same time 
4. More time 
5. Much more time 
Check (./) the 
appropriate column 
1 2 3 4 I 5 
Please rate by RELATIVE TIME SPENt rather than importance of task. 
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OCCUPATIONAL EDUCATION TASK INVENTORY 
Listed below is a duty .and tasks which it 
includes, check all tasks which you per-
form, then rate· the tasks you have check- Check 
ed. 
(/) 
- DUTY-
EVALUATING INSTRUCTION If 
Dorie 
1. Administer written tests 
2. Check graduate performance with emplover.ltil 
3. Determine final grades 
4. Devise· laboratory performance tests 
5. Formulate case-study problems 
6. Formulate examination questions 
7. Formulate tech math problems 
8. Gr~de homework assignments 
9. Grade laboratory reports 
10. Grade student projects I 11. Grade students class performance 
12. Grade written tests 
13. Have advisory committee evaluate course 
14. Have students evaluate course content 
15. Have students evaluate teacher 
16. Obtain program evaluation from graduates 
17. Rate other teachers ll 18. Serve on self-study committees 
19. Use a self-evaluation form 
20. Write student evaluat~on criteria 
Compared to a typical 
task you do, rate the 
time.you spend on each 
'task you checked. 
l •. Very little time 
2. Less time 
3. About the same time 
4. More time 
5. Much more time 
Check (../) the 
appropriate column 
i 2 I 3 4 I s 
Please rate by RELATIVE TIME SPEN.T rather than importance of task. 
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OCCUPATIONAL EDUCATION TASK INVENTORY 
Listed below is a duty and tasks which it 
includes, check all tasks which you per-
form, then rate the tasks you have check- Check 
ed. 
(/) 
- DUTY-
DHVELOPING INSTRUCTIONAL PROGRAMS If 
Done 
2. Analyze occupational clusters 
3. Assess relevancy of program offerings 
4. Conduct occupational needs surveys 
5. Determine staff and faculty requirements IllJ 
6. Establish program goals [\If[[\ 
7. Examine curricula of other schools ]f[[[J 
8. Id.entify appropriate program content lt]I 
9. Identify entry level skills )[}ff 
10. Make job analyses tIJI 
11. Meet with advisory committees IltI 
12. Organize advisory .committees f}ll 
13. Plan advisory committee meetings Ittt 
14. Read curriculum research reports t}f\I[ 
15. Read vocational education needs surveys ~lll~~ 
16. Select programs to be offered tmt@ 
17. Sequence courses within the program }@IJ 
18. Serve on a curriculum committee 1[J]}[ 
19. Write program objectives Iltt 
20. Write proposals for funding ~~if{\ 
Compared to a typical 
task you do, rate the 
time.you spend on each 
task you checked. 
1. Very little time 
2. Less time 
3. About the same time 
4. More time 
5. Much more time 
Check (./) the 
appropriat~ column 
i 2 314L.L. 
Please rate by .B.ELATIVE TIME SPEN.T rather than importance of task. 
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OCCUPATIONAL EDUCATION TASK INVENTORY 
Listed below is a duty and tasks which it 
includes, check all tasks which you per-
form, then rate· the tasks you have check-
ed. 
-- DUTY-
~ARTICIPATING IN NON-INSTRUCTIONAL ACTIVITIES 
Check 
(/) 
If 
Done 
1--~~~~~~~TASKS:~~~~~~~-~"'"'""'' 
1. Assist with institutional maintenance !l!l~1n1I~1 
2. Attend civic club meetings 
3. Attend school related social functions 
4. Chaperon student activities 
5. Collect money for charities 
6. Collect tickets at school activities 
7. Conduct drop-out studies 
8. Dr~ve a school bus 
9. Hold "open house" 
10. Participate in collDllunity activities 
11. Prepare news releases 
12. Prepare promotional brochures 
13. Prepare recruiting materials 
14. Recruit new students 
titI 1--1-6-.-S-erv--e-o_n_c_o_mm_i_t_t_e_e_s __________ -f:~~~~~lli~ 15. Sell activities t_ickets 
17. Sponser student clubs 
1--:-:-:-:-:-:-:_:_a :_s_:_~-o :.-:-':-:-:-t-'.-:-:_:_:_:_:_:_m_e_n-------J:il-lj 
Compared to a typical 
task you _do, rate the 
time.you spend on each 
task you checked. 
1. Very little time 
2. Less time 
3. About the same time 
4. More time 
5. Much more time 
Check (./) the 
appropriate column 
i 2 3 I 4 I s 
Please rate by RELATIVE TIME SPEN:'! rather than importance of task. 
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I 
I 
OCCUPATIONAL EDUCATION TASK INVENTORY 
Listed below is a duty and tasks which it 
includes, check all tasks which you per-
form, then rate the tasks you have check- Check 
ed. 
(/) 
- DUTY-
ADMINISTERING INSTRUCTIONAL SERVICES If 
Done 
TASKS 
1. Assign s'"udents to classes 
2. Collect fees 
3. Conduct evening or extension classes 
4. Coordinate a cooperative work program 
5. Coordinate teaching in several programs 
6. Handle petty cash 
7. Identify prospective teachers 
8. Interview prospective employees 
9. Maintain attendance records 
10. Maintain counseling records 
11. Maintain financial records 
12. Maintain follow-up records 
13. Maintain plaqement reeards 
14. Maintain purchasing records 
l---:-:-:~~-l-:-:-~:-:-:-c-:-:-:-:-e-:_s_s_i_s_run~en~ts~~~~~~~--1<1.;;;,~ 
17. Prepare class schedules 
Prepare travel claims 
Sp;>cify teacher qualifications 
I 20. Supervise other teachers 
Compared to a typical 
task you do, rate the 
time ·you spend nn ea.ch 
task you checked. 
1. Very littlt time 
2. Less time 
3. About the sa~e time 
4. More time 
5. Much more time 
Check (./) the 
appropriate column 
, . I , I . t , 
Please rate by RELATIVE TIME SPENT rather than importance of task. 
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OCCUPATIONAL EDUCATION TASK INVENTORY 
Listed below is a duty and tasks which it 
includes, check all tasks which you per-
form, then tate the tasks you have check-
ed. 
- DUTY-
MANAGING EQUIPMENT AND FACILITIES 
TASKS 
1. Administer laboratory clean-up 
2. Arrange for equipment storage 
3. Conduct the inventory 
4. Control enviroment (light, heat, etc.) 
5. Evaluate available facilities 
6. Maintain equipment 
7. Manage a tool room 
8. Order instructional supplies 
9. Order laboratory equipment 
10. Plan long range equipment needs 
11. Prepare equipment budgets 
12. Recommend library .Purchases 
13. Repair damaged equipment 
14. Review building construction plans 
15. Schedule student laboratory time 
16. Select audio-visual equipment 
17. Select classrooms 
18. Solicit contributions from industry 
19. Select laboratory (shop) space 
20. Write equipment specifications 
Check 
(./) 
If 
Done 
Compared to a typical 
task you do, rate the 
time you spend on each 
task you checked. 
1. Very little time 
2. Less time 
3. About the same time 
4. More time 
5. Much more time 
Check (./) the 
appropriate column 
Please rate by RELATIVE TIME SPEN): rather than importance of task. 
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OCCUPATIONAL EDUCATION TASK INVENTORY 
Listed below is a duty and tasks which it 
includes, check all tasks which you per-
form, then rate the tasks you have check-
ed. 
-DUTY-
PARTICIPATING IN PROFESSIONAL DEVELOPMENT 
2. Attend faculty meetings 
3. Attend professional meetin~s 
4. Conduct research 
Check 
(/) 
If 
Done 
5. Participate in professional organization~tIIr 
6. Participate in research studies 
7. Participate in seminars 
8. Practice new specialty skills 
9. Read professional journals 
10. Read text books 
11. Read technical journals 
12. Serve as an officer of an organization 
13. Take college courses 
14. Take correspondence courses 
::: ::::ts::::rc::-~-:-:-:-s-----------~:~~: 
:: ~ ::::e 1:r::::::::al articl_e_s------tlil 
Compared to a typical 
task you do, rate the 
time.you spend on each 
task you checked. 
1. Very little time 
2. Less time 
3. About the same time 
4. More time 
5. Much more time 
Check (./) the 
appropriate column 
Please rate by RELATIVE TIME SPENr rather than importance of task. 
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OCCUPATIONAL EDUCATION TASK INVENTORY 
Listed below is a duty and tasks which it 
includes, check all tasks which you per-. 
fQrm, then rate the tasks you have check- Check 
ed. 
(/) 
-DUTY-
PRO\TIDING STUDENT SERVICES If 
Done 
TASKS 
1. Administer counseling tests 
2. Administer placement tests 
3. Advise .students about employment 
4. Advise student·s about further education 
5. Advise students with personal problems 
6. Advise students with scholastic problems IIt@ 
7. Assess student. academic ability lIIi 
8. Assist students in getting financial aid~~fit~ 
9. Conduct counse:J_ing sessions 
10. Conduct a graduate follow-up program 
11. Conduct home visits 
12. Contact prospectiv,e employers 
13. Evaluate student selection data 
14. Interview prospective students 
15. Place graduates with employers 
1--:-:-:-P-pr_ro_0:~::-:~:-:-·:-:-:-·:-:-:-·:-a-:-:-r-:-:-:-:-:-n~~~~~~-t.l~~ 
18. Select students for the program 
19. Set student selection criteria 
20. Write letters of recommendation 
Compared to a typical 
task you do, rate the 
time.you spend on each 
task you checked. 
1. Very little time 
2. Less time 
3. About the same time 
4. More time 
5. Much more time 
Check (./) the 
appropriate column 
1 2 3 4 I 5 
lII~ij I~it Ill~llill j]j1111lll11l11~1~ljjj 
Ill!!! 
~r•;~.@,~<s;\'@;'!!fr~m 
Please rate by RELATIVE TIME SPEN'l' rather: than i111portance of task. 
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APPENDIX B 
TRANSMITTAL LETTER 
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46 
(OKLAHOMA STATE UNIVERSITY LETTERHEAD) 
September 2, 1975 
We are conducting a study to determine the jobs and tasks involved in the 
performance of your duty as a Trade and Industrial Education teacher and 
the relative time spent doing them. This information is to be used to 
revise teacher education curriculum in order to make a more meaningful 
and better quality training for people in your profession. Therefore, 
we need your assistance as only you can furnish the needed information. 
We solicit a little of your time and expertise on your job to furnish 
the input for this project. 
Please fill out the professional information sheet on page two and follow 
the instructions for completing the task inventory. The booklet has 
been numbered for the purpose of follow-up and accounting for the book-
lets. Your name or your school name will be held in strict confidence 
and will not be associated with the results. 
• 
Please give us about one-half hour of your time to complete the inven-
tory and return it by regular mail. The outside of the back cover has 
been properly addressed and postage affixed. You need only to staple 
the booklet closed and mail. Thank you for your time. 
Sincerely, 
Richard W. Tinnell 
Research Director 
RWT/XK-01/12 
APPENDIX C 
DATA COLLECTED 
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DATA COLLECTED 
Column I is the instrument number. 
Column II represents the number of years teaching experience of 
the teacher. Zero (0) represents less than three years, one (1) repre-
sents more than three years. 
Column III identifies the job cluster of each teacher: Zero (O) 
represents the construction trades, one (1) represents metal fabrication 
trades, two (2) represents electronics teachers, three (3) identifies 
graphics, four (4) identifies the ICT coordinators, five (5) represents 
the mechanics trades and six (6) represents all others. 
Column IV identifies in which type school the teacher was employed. 
Zero one (01) signifies a comprehensive high school, all other numbers 
represent an area vocational-technical school. 
Column V identifies the week in which the instrument was returned. 
Zero (O) represents the first week, one (1) represents the second 
week, two (2) represents the third week, three (3) represents all 
after the third week, and four (4) indicates not returned. 
Column VI identifies the highest degree held by each teacher. 
Zero (O) and one (1) identifies the teacher as having less than a 
Bachelors degree, two (2) identifies teachers with a Bachelors degree 
and three (3) identifies teachers with a Masters degree. 
1. 
2. 
3. 
4. 
5. 
6. 
7. 
8. 
9. 
10. 
11 
12 
13. 
14. 
15. 
16. 
17. 
18. 
19. 
20. 
21. 
22. 
23. 
24. 
25. 
26. 
27. 
28. 
29. 
30. 
32. 
33. 
34. 
I. II. III. IV. V. VI. 
601 0 4 00 1 3 
301 0 0 01 4 0 
701 1 5 01 1 2 
901 0 5 
902 1 0 
502 0 0 
110 1 3 
801 1 5 
802 1 5 
702 1 5 
603 1 0 
803 1 5 
804 0 6 
805 1 0 
01 0 0 
01 4 1 
01 4 0 
01 2 3 
00 3 2 
00 4 3 
02 4 0 
133 1 
604 1 
302 1 
806 1 
303 1 
501 1 
807 0 
502 1 
903 1 
503 1 
605 1 
703 1 
904 0 
201 1 
808 0 
304 1 
305 1 
504 1 
606 1 
02 4 3 
02 4 0 
00 4 2 
03 2 2 
5 03 1 
5 03 3 
0 03 0 
6 03 2 
5.. 03 3 
3 03 1 
2 03 4 
1 03 4 
1 03 0 
6 00 0 
5 00 1 
4 04 0 
6 04 0 
0 04 4 
5 04 0 
5 04 1 
5 04 4 
6 04 4 
0 04 4 
0 
0 
2 
2 
0 
2 
2 
3 
3 
2 
2 
3 
2 
2 
0 
3 
0 
0 
0 
35. 
36. 
37. 
38. 
39. 
40. 
41. 
42. 
43. 
44. 
45. 
46. 
47. 
48. 
I, II. III. IV. 
810 1 2 04 
811 0 4 04 
401 1 4 04 
202 0 1 04 
203 1 3 04 
135 1 1 04 
505 1 1 04 
704 0 6 04 
905 0 6 00 
607 1 5 00 
812 1 0 00 
204 1 0 00 
813 1 6 00 
506 1 5 00 
49. . 507 
50. 705 
51. 117 
52. 608 
53. 814 
54. 205 
55. 815 
56. 508 
57. 706 
58. 306 
59. 609 
60. 707 
61. 906 
62. 589 
63. 816 
64. 6.0 
65. 708 
66. 907 
6 7. 402 
1 
0 
1 
1 
1 
1 
1 
1 
1 
1 
0 
1 
0 
1 
1 
1 
1 
1 
0 
3 
3 
0 
4 
4 
0 
5 
5 
0 
5 
1 
5 
5 
6 
0 
6 
5 
5 
3 
00 
00 
00 
00 
00 
05 
05 
05 
05 
05 
05 
00 
00 
00 
00 
00 
06 
06 
06 
V. VI. 
0 2 
0 3 
0 3 
4 0 
2 0 
0 0 
4 0 
4 2 
0 3 
4 0 
3 2 
4 3 
4 3 
4 3 
4 
1 
0 
1 
1 
2 
4 
1 
4 
4 
4 
1 
1 
4 
4 
4 
4 
2 
4 
2 
3 
2 
3 
3 
0 
0 
0 
0 
0 
0 
1 
3 
2 
2 
3 
2 
2 
2 
49 
68. 
69. 
70. 
71. 
72. 
73. 
74. 
75. 
77. 
78. 
79. 
80. 
81. 
82. 
83. 
84. 
85. 
86. 
87. 
88. 
89. 
90. 
91. 
92. 
93. 
94. 
95. 
96. 
97. 
98. 
99. 
100. 
101. 
102. 
I. II. III. IV. 
206 0 2 06 
908 0 1 06 
132 1 6 00 
709 0 5 00 
611 0 5 00 
710 1 0 00 
403 1 5 00 
404 1 1 00 
V. VI.. 
4 3 
1 0 
3 2 
4 0 
4 2 
4 0 
4 2 
4 0 
207 0 0 00 4 0 
910 1 0 00 4 3 
208 1 0 00 4 0 
612 0 6 00 4 0 
144 0 5 00 1 0 
911 0 6 00 4 2 
405 0 6 00 0 3 
711 1 5 00 4 2 
909 1 6 00 4 2 
406 1 3 00 4 0 
510 1 0 00 4 2 
817 1 5 00 1 2 
113 1 5 07 4 2 
613 1 0 07 4 2 
210 1 0 07 4 2 
712 0 6 07 4 0 
713 1 6 07 0 2 
714 0 5 07 1 0 
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